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Section I 
 

♦ Mustering a Class 
 
♦ Making Diary Entries 

 
♦ Using “Details by Student” feature 

 
 



 

 

A.  MUSTERING  A CLASS: CONVENE MUSTER (ENROLL) 
 

1. Select STM –CLASSES – CONVENE MUSTER 
   

A. Fill-in Course Information 
• CDP 
• CLASS NUMBER (FY, SEQ, SECTION, or  LOV may be used). 

 
B. Click  F8 or XQ 

 
C. Add New Student 

 
D. Transition No Name Reservations 

 
E.  Update Students 

• Change Advance Reservations to Reservation. 
• Process No Shows 
• Verify /Update Student Info (Rate, Rank, PG, etc.). 

     
F. Click on Process Muster/No Show 

 
G. Verify/Update  ENROLL Status 

 
H. COMMIT 

 
NOTE:   To correct errors discovered after ENROLLMENT of class is committed, use Update Student Diaries: 

 
• Enter CDP, CLASS# (FY, SEQ, SECT, or LOV may be used) 
• Click XQ or F8 
• Select Student 
• Click on Details By Student 
• Click on Delete Latest Entry 
• Click on Page 1, and Verify Student Status 
• Click on LOV, Select appropriate Code, & Click OK  
• COMMIT - EXIT 



 

 

                                                                                                                                                                                                                                                                                                



 

 

 

Fill in course 
information 
and hit “F8” 



 

 

 

1) Change all “ADVANCED 
RESERVATIONS” to 
“RESERVATION” prior to processing 
‘NOSHOWS” 



 

 

 



 

 

 



 

 

 

1) Once changes have been made hit 
“PROCESS MUSTER/NOSHOWS” 
to enroll class. 



 

 

 

Select this if you 
need to make 
changes to diary 
entries. 



 

 

 

For changes regarding 
erroneous entries to an 
individual, highlight his/her 
name and select Details  By 
Student.  



 

 

 

This will delete any 
diary entry, except for 
the last one. 



 

 

 

  COMMIT 



 

 

Section II 
 

♦ Graduating a Class 
 



 

 

GRADUATE A CLASS 
 

1. Select STM-CLASSES-GRADUATE A CLASS 
 

A. Fill-in Course Info 
• CDP 
• CLASS NUMBER  (FY, SEQ, SECT or LOV may be used).. 
       
• Click F8 or XQ 
 
• To Non-Grad/Disenroll Student 
 
• Click on Update Student Diaries 
• Select Student 
• Select Appropriate Code & click OK 
• Select Appropriate Disposition & Click OK 
• Continue until all Disenrollments and Non-grads are completed 
• COMMIT & Exit 
   

B. Click GRADUATE CLASS 
 

C. Verify/Update GRADUATION Status 
 

D. COMMIT 
 
NOTE:  To correct errors discovered after GRADUATION is committed, use Update Student Diaries: 
 
• Enter CDP, CLASS # (FY, SEQ, SECT, or LOV may be used). 
• Click XQ or F8 
• Select Student 
• Click on Details by Student 
• Click on Delete Latest Entry 
• Click on  Page 1, and Verify Student Status 
• Click on LOV & Select appropriate Code,  click OK 
• COMMIT – EXIT 



 

 

 



 

 

 

Any changes to student 
status can be made by 
selecting this option. 



 

 

 

1) Enter CDP 

2) Enter FY 
and sequence 
number for the 
class.  Hit “F8” 

* If Sequence 
number is not 
known, you 
can find it by 
selecting 
here.* 



 

 

 

1) If roster is correct, 
you can Graduate 
Class.   

2) Ensure you 
commit before you 
exit 



 

 

Section III 
 

♦ Print out a Roster 
 



 

 

PRINT CLASS ROSTER 
 
 
1. Select STM-REPORTS-RESERVATION-CLASS ROSTER 
 
2. Input CDP on first parameter value block (CDP Selection). 
 
3. Click on LOV (?) of second parameter value block (Class Selection for STM). 
 
4. Select appropriate class, and click OK.  (Selected class becomes part of first parameter value). 
 

a. For Standard Class Roster, Click on SUBMIT 
 
b. For Graduation Roster, Click on LOV (?) of Include Graduated Classes  

 
parameter.  Select YES, INCLUDE GRAD CLASS, and click OK.   
 
Click on SUBMIT. 

 
5. At the prompt in Reports Submission Window, click on CONTINUE. 
 
6. Click on QUEUE to go to View Report  Status. 
 
7. Click XQ or press F8 button until STATUS reads FINISHED. 
 
8. Click on V to View report, or on P to Print. 
 
9. Select appropriate printer, and click OK. 
 
10. Select method of printing (portrait, landscape, etc.), and click on COMMIT 
 
11. At the prompt, click OK.  Roster should print. 



 

 

 



 

 

 

1) Enter CDP number. 

2) Select this function to 
input the class to be 
printed. 



 

 

 

Find class to 
be printed, 
then hit “OK” 



 

 

 

For a standard roster, 
ensure this block 
reads “NO” 
 
For Graduation roster 
it should read “YES” 
(See next page) 

2) After making 
inputs, submit. 



 

 

 

Hit “submit” 
button. 



 

 

 



 

 

 

At the prompt 
hit “OK” 



 

 

 

Once system is done 
sending the info. 



 

 

 

1) Hit ”XQ” until this 
reads “FINISHED” 

2) Once 
document 
is done, hit 
“Print” 



 

 

 

Locate your Network 
printer, hit “OK” 



 

 

 

In order to print, 
“COMMIT” 



 

 

 

Hit “OK” 
your 
document 
should print. . 
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